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SEARCHING THE DATABASE

Searching the database allows the user to searchdards that meet a specific set of

criteria. Search criteria can be entered in ortevofways:

e Search Window
* Search Bar

Define Search Criteria using the Search Window

The simplest way to specify search criteria isrtteedata in field(s) from the
window that "match" the record or related recoaidisplay.

search

The search criteria determine which record or §etlated records the system selects for
the search operation. There are two ways to spsedych criteria, creating a search-by-

example or using the search bar (covered latdrisndbocument).

1. Open a search window by using one of the varioti®iog below.

* SelectFile/Open andselectthe form 21
that you want to search again§ilick M| Frd | Fovaites | Recent|
the Searchbutton.
s MName | Type | Server :‘
History Trouble Ticket Form mshrawod
@IFM CEBPL Search Farm Lpplication mzbravod
EHFM Service Requests
I_ﬂ IFM-Agency BPS Assignees Foarm mshravod
E |FM-Category/dpproval Level Foim mebravod
B |IFM-CCB Appraval Form Form mshrawod
!:3 IFM-CCRE Form Fam mshravod
E] IFt-Center Business Process Leads Fam mshravod
E IFM-Coordinators Faim msbravod
Iﬁ IFM-ERE Analysis Form Foim mebravod
=] IEMERR Sanrmk Panal Erurn mohrauad o
<i | 5
Open IFM Service Requests [IFM Service Regquest System].
Hew I Search I Dgety | Cancel l

Figure 1 File/Open - Select Form

» Selectthe New Search button on the
tool bar while in the ICRS system, or
press thé-3 button.

Mew Search

Figure 2 New Search Button

* SelectFile/Recent Search Forms.
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TFle Edit Wiew Tods Actions Window Help

|| = 3

Open... Cko
Close

Clase &l Chrb+ie
Send 2
Print Setup...

Print Preview
Print... Chrl+P

Recent Hew Forms »

1 IFM Service Requests (msbravod)

Recent Requests b zUser (msbravod)

3 IFM-Canter Business Process Leads (msbravod)
4 MSFE-Unified Account Management (msbravod)
5 MSFC-LIAM Account Requsst (msbravod)

& Activiby Requsst Scheduling (msbravod)

7 B3WS Work Management Syster (msbravod)
 IFM-Agency BPS Assigness (msbravod)

3 IFM-Master Tabls (msbravod)

Exit

Figure 3 Recent Search Forms Menu

E:]F\ Edt View Took actions rdew Hep

Jﬁl@JﬂZIﬁlﬂl_l_H:Iﬂ Ell

IFM Service Request System

Teeh nfiastructun | Emails/serids Impact Emalls
i | o | Evalaior | EHB | Apachmens | AlSSuppat | FunelionalSuppan | MACC | NetwarkEnghesing
M Nmtier Status/Comments funkmited]
[ [ g Print Flequest
User's Guide
Transaction - Short SR Type* IFM Status® e B e

Description [255 max)*

C
Submitter Name (Last, First)* Submitter Centei™ et Release Dale

=
[ [ 2| E o € Yemtnd =
=l

Submitter E-Mail Address*

RelatzdSIR #  Related Vendar . Related TT 4 Closed Date

VARG Tisis 8 US Goveirmen compute, ms syslem o the s f suhoteed usss ol B accessing
gl Te g s
iniheadlse o eres L ke ytmmy Toel it decpiia AR e

MNASA Privacy Statement

MASA SIR Mamt & Control

I _l ~| Create SIRAMiration
Resolut Type® OLen
solution
| =T =| esDiscte
Submitter Phone= + Priority/S everity® e Requested Due Date” CR Fuinctional Aa Form
EEEEE € Htlssue
[ Fillhfa | [ +| Ve o

Figure 4 Sample Search using IFM Service Requests

Using Wild Card Symbols
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NOTE: If you are using an already open search window,gay want to select
Edit/Clear All (or hitControl-E) before performing your search. This will cleaya
existing values, including those that are hiddemther tabs, which may affect or
interfere with your search.

Use wild card symbols to define search criteriaharacter fields within the form.
Possible wild cards are listed below. These waldis will generally return more records
and are very useful if you do not know exact valiees particular field.

2. Define the search criteria to be applied to thecdehy filling in fields in the search
window. You can also use the Advanced Searchddaered in the next section.
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Wild Card

%

Description
Use to match any string of O or more charac
Example: J%SON matches JACKSON, JOHNSON, JASONJ&@N.

(Underscore). Use to match any singleadtar.
Example: B_B matches BAB, BOB, BUB.

(Hyphen). Use to indicate a range. Alwags within brackets. Example:
[A-F] matches A through F that is, ABCDEF.

[]

(Square brackets) Use to match any singiracter within a specified

range or set. Example: [ABCF] matches the set afadters, A, B, C, or H.

["]

Square brackets with caret) Use to maitie single character not within &
specified range or set. Example: [*"A-F] matchesladlracters except the
range A through F while [*ABCF] matches all chaesstexcept A, B, C,
or F.

NOTE: The user can override the search style specifiaddsystem administrator by
using leading or trailing percent signs (%).

Submitter Name [Last. First]™
| JOHNZ

Figure 5 Sample Wildcard

Using Relational Operators

Relational operators can be used anywhere in taecB&indow. They are especially
useful in non-text fields (e.g. date and time f@lathen searching for a value within a
numerical range. The following identifies the redatl operators used in the Search

Window.

Operator Action

< Matches contents that are less than theeval

> Matches contents that are greater thandahe

I= Matches contents that are not equal tostiee

<= Matches contents that are less than caléquhe value
>= Matches contents that are greater thagoal to the value
= Matches contents that are exactly equdlidg¢o/alue

NOTE: Using relational operators allows the user to ngerthe search style specified

by the system administrator. For example, use di@ls sign ( =) to search for an exact

match even if the defined search style is ANYWHERE.
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Requested Due Date*

»12415/2004

Figure 6 Sample Relational Operators

Execute the Search

Running the Search

Once all search criteria has been entered in trelsevindow, either by loading a saved
search or entering your search criteria, the sdangmady to be executed. To execute the
search, simplyglick on theSearchbutton to display the matches to your search.

NOTE: Select fromRecent Searches from the Actions menu to select from previously
performed searches or by clicking the down arroxt teethe Search button.

When the search has been completed, you will sem#iching results screen, shown

below.

Matching IFM Service Requests

IFtd Mumber

SR-000000004256
5R-000000004863
SR-000000004332
SR-000000005232
SR-000000005235
SR-000000005323
SR-000000006623

L

SR Type®

Change Request/Uzer Enhancement
Change Request/User Enhancement
Change Request/User Enhancement
Change Request/Uszer Enhancement
Change Request/Uzer Enhancement
Change Request/Uzer Enhancement
Change Request/Uszer Enhancement

Type®

Fix Software

Process Change
Enhancement 5oftware
Erhancement 5oftware
Erhancement S oftware
Process Change
Froblem/Fix

IF Statuis®

Clozed
Clozed
Clozed
Clozed
Clozed
Canceled
Clozed

Pricrity/5 everity

Low

M edium
tedium
Mediurm
Mediurmn
Mediurmn
Mediurm

Subrmitter Center

LaRC

IFMP CC
IFtP CC
IFtF CC
IFMP CC
IFMPF CC
HQ

Lead Evaluator =

STEVEMSOM. JC
MATTHEWS, BF
MATTHEWS, BF
MATTHE WS, BF
MATTHE WS, BF
MATTHE WS, BF

?IE\"_.EE‘.SUHiEI:J
[}

% Modify IFM Service Request SR-000000003636

IFM Service Request System

Fiesolution

|WAVE 1GELCO FIX - PT SIR 1821 - ICO-007 T

escription (255 max]*

_.J IChange Request/User Enhancement

LI | Canceled

THE IN-KIND AND CBA AMOUNTS ARE GROUPED TOGETHER IM THE FIELD TOTAL
NOMW-REIMBURSABLE AMOUNT FOR THIS ACCOUNTING CODE. THIS FIELD NEEDS TO BE

Type*

Aot o
;I ITraveIManager

Submitter Phone™ +

CLOSING TO MASTER SR 59740

Submitter Name [L ast. First]”

Priority/Severity™

Fill Infa | Low hd

Submitter Center™

Yendored
Cies &

LI _I | Enhancement Software

Aequested Due Date®

W T Hot lssue | 11/20/2002

© Tol
£ Belease Dale

Lol L

Testing Emailz/L serids Impact Emailz
IF Information | Coardinatar I Evaluator I ERE I Impact Overview I Attachments I Werification I Cost I AlS Support I Functional Suppart
AR st Status/Comments [unlimited] -
[5F-oo0o0oozsss | 5| Rinthequest |
T - Short D SR Type IFM Status*

uuuuuuu

Beturn to IFMP PCO

Cancel Request

User's Guide

Change Password

MASA SIR Momt & Control
Create SIB Adigration
OLGR

Test Dirsctor

Ch Functional Rea Form

Figure 7 Sample Search Results
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The Advanced Search Bar

The Advanced Search bar is another method for fsfregisearch criteria. Shown in
Figure 9 below, the advanced search bar definesra aomplex set of criteria, such as
records containing variables searching within @&gidate range. It also allows use of the
certain field items or keywords in a search, wraoh not always available when using the
simple search-by-example method.

Cla ] el Lo ezl =]=] <] s ]=]s=]uke| anp|or|noT|
Search Criteria: l Fieldzw !

Figure 8 Advanced Search Bar

Search criteria can be entered using both the lsdgrexample and the advanced search
bar at the same time. However, it is importanetmeémber that any criteria entered in the
search bar are used in addition (a logical ANDhwcriteria defined using search-by-
example.

Click the Advancedbutton at the top right of the screen in orderspldy the Advanced
Search Bar.

Entering Information into the Advanced Search Bar

* Add a field name to the search bar using one ofdh@wving methods:

o Position your cursor over the field name on theaerand left click the
mouse. This will insert the field name, completghwgingle quotes, in the
search bar.

0 Select the FIELDS button to display the Field ld&tlog box that lists all
of the fields on the fornClick to select a field from the list. A Status
History item or keyword can be selected from thed-List dialog box.

o Type the field namexactly as it appears on the screen (including
special characters like * or /) enclosed in single quotes, in the search
bar. Field names that use spaces or special ¢eesacust be enclosed in
single quotes. It is recommended to use singlesgueen when they are
not specifically required for field specification.

* Type an operator or select the appropriate opefiattor the palette in the search
bar. The operator is added to the search bar.

CHECK THE MASTER LIST—
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» Enter a field value. Non-numeric values must béa=sal in double quotes (" ).
These values are case and space sensitive. Assaegewild cards may be
employed.

N 3 T A [ A

Search Criteria: !'PliDlit_l,l.-"SB\-'Elil_l,lx'=”1'1 I Figldsw I

Figure 9 Sample Search (field name, operator, valje

» Continue adding operators, field names, and fiaeldes until the search statement
is complete. Spaces are accepted between opetatidese not required.

* Inthe Advanced Search bar, wild card symbols afgioterpreted as wild cards
when used with the LIKE operator; otherwise theyiaterpreted as explicit
characters. The search bar requires use of themtesign (%) when including
leading or trailing characters in the search.

» Click theSearchbutton to execute the search.

» After the search is complete, select a recordda/from the Matching results

window.

| IFM Status™ T ead Evaluator Submit Date

5R-000000.
SR-000000...

LI

SR-000000..  Discrepancy (Braak/Fix]

1/2/2004 3.25:1 1/3/2004

1/3/2004 3:36:5 1/3/2004
1/, 4 175/

]

] STANLEY,JORY 17672004 3:41:1 1/6/2004
] FLORIO, THOMAS 1/7/2004 2:42:4 1/8/2004
j] FLORIO, THOMAS 14772004 2:48:3 14872004
] MAPLES, JANE 1/3/2004 7:57:5

1/9/2004 &
| S By

Clased

Using Operat

Figure 10 Matching Results
orsin the Search Bar

The following operators can be used in the seaachrbaddition to the wild card
characters previously described in the Using WigddCSymbols section.

Operator Action
AND Logical AND is the result of two conditions in whiboth conditions
must be true.

&& For example, 'Status'="NEW" AND 'Assigned-to'="BOi8ids all new
records assigned to Bob. The symbols && can be uspthce of the
word AND.

OR Logical OR is the result of two conditions in whietther condition is

true.

For example, 'Status'="NEW" OR 'Assigned-to'="BABd all new
records and all records assigned to Bob (no mattet their status). The
symbols | | can be used in place of the word OR.

VERI
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Operator Action
NOT Negates the condition that follows. If the conditie false, the result is
true.

! For example, NOT 'Status'="NEW" finds all recorfattare not new.
The symbol ! can be used in place of the word NOT.

LIKE Performs a pattern search. For example, 'Retgud_IKE "JO%DOE"
finds all records with the requester name thatrieegiith the letters JO
and ends with the letters TON, such as John Dodlandthan Doe. The
LIKE operator is useful only with character andrditype fields.

+ Adds two integer or real values.  Adds angatdanterval to a time
value.

For example, 'Create date' > $DATES$ + (28800) fiallsecords that
were created after 8:00 am today. (28800 is thebeurof seconds in 8
hours.)

- Subtracts two integers or time values (resultmgn integer). Subtracts
an integer interval from a time value.

For example, 'Create date' > $DATES$ - (604800)<iall records that
were created within the past week. (604800 is tihmber of seconds in
one week.) This is useful to include in a custoporethat runs weekly
and includes records created in the past week.

* Multiplies two integer or real values.
For example, '‘Quantity’ * 'Price’ > 50 finds alkkoeds where the contents
of the QUANTITY field multiplied by the contents tfie PRICE field is
greater than 50.

/ Divides two integer or real values.
For example, 'Total Expenses' / 'Total Income'finds all records where
the total amount spent for expenses equaled thkawtount brought in
as income.

< Matches contents that are less than the value.
For example, 'Create date' < ($DATES$ - 86400) fialisecords created
more than 24 hours ago (86400 is the number ofnslscim 24 hours).

> Matches contents that are greater than the value.
For example, 'Create date' > "11/01/96 00:00:0tidiall records created
since November 1, 1996.

I= Matches contents that are not equal to the value
For example, ‘Status' != "Closed" finds all recotldat are not closed
(includes all other status values except closed).

<= Matches contents that are less than or equbktgalue.
For example, 'Salary' <= 10000 finds all recorderelthe contents of the
SALARY field is less than or equal to 10000.

[92]

= Matches contents that are exactly equal to theev&or example, 'Statu
= "Closed" finds all records where the contentthefSTATUS field is
Closed.
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tlol ] el el elz] =l=l <] s e=]s=]Lke| anp[oR] woT|
L El BT ETER T i igrated = 2715/ 2004 AND Bpplication”="Travel Manager” DR SR T ype”

Figure 11 Sample Complex Search

Using Wild Card Symbols

In the search bar, wild card symbols are only prieted as wild cardshen used with
the LIKE operator; otherwise they are interpreted as explicit chi@rac The search bar
requires use of the percent sign (%) when inclutkagding or trailing characters in the

search.

Search Bar Statement Conventions

Use the following conventions to construct a seatekement in the search bar.

Fields

Enclose field names in single quotes. Single quatesutomatically added
when selecting field names from the Fla&l dialog box or clicking on
the field name in the search-by-exanspletion of the window.

Values

Enclose non-numeric values, including time andctele values, in double
quotes. For example, "11/01/96"

Use the special value SNULLS$ (without quotes) tarsb for records that have
no value in a field. For example, to search foords that have not been
assigned enter '‘Assigned to' = SNULL$

Selection field values can either be specifiechagéxt value in quotes or the
numeric value or index not in quotes. For instaincgpecify the value New in &
STATUS field with the following radio buttons: Ne®pen, Hold, and Closed

can be entered using New or 0 since New is thelfurgon selection.

Saving

Frequently Used Searches

With your search criteria entered, you may wardaee your search, especially if this is a

search

you will do on a regular basis. You mugegshe searcRRIOR to executing it.

1. Enter your search criteria in the selected forna@earch window.
2. Before performing your search (by clicking on tlearsh button)select
Actions/Save Search from the menubar.
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[ 2ot 7o s o 70 S|
T | =l
% Search IFM Se:
ice Request System € E'!’!ﬂlc N
Tech s 4= Ennalslics | Irpaet Ersis |
1M Information bovents | AIS Support | | NACE | NebwakE
[ Al ‘
Transaction - Sh = 1EM Status™ bl
S NASA S1R Mot & Contel
Description (255 o Rppication
- Creale SIF/Miaion
“ e Travel Manager =
Type® 0GR
Aesoluion ype
| = | | [Pssenord Recer ~| o
Submitter Phane= + Priority/S everity™ — Requested Due Date® CA Functional ea Form
[ Filinfo | [ = R o © Hotlssie [o15716:0004 =
o = o € Top

Submitter Name (Last, First)® Submitier Conter® Relesse Date
[vokz [ =] e No © vewEnd =]
S ubmitter E-Mail Address™ Belted SIRH  Related Verdor § Belsted TT#  Closed Date

Figure 12 Saving a Search

3. You will then be prompted to enter the search ntoree saved.
4. Type a name for the search.

Enter a name to save the cument search.

Search Mame;
MuSearch_1 ;I

0K I Cancel |

Figure 13 Naming the Search

5. Your search is saved.

Running a Saved Search

To execute a saved search in the future, yousakctActions/My Searches from the
menubar oclick on the down arrow next to the Search button.

CHECK THE MASTER LIST—
VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE

w



Integrated Enterprise Management Program

Title: Advanced Remedy Training Document No.: IEMP-CC-GUIDE-OPS-002

Revision: A

Effective Date: 10/02/2007

w

Page 13 of 3

SaE LEHHETLES
Search ChrlH-Enter
Save and Hext LY

Mew IFM Service Reguest F2
Tew Search Fal

Recent Searches

View Cefined searches
Wigw My Searches
Yiew Recent Searches
Sort OpHons: .

> v = w Bl v

Defined Searches &

Ctri:iage 5] 1 ':.M Review

i rRage Lp .
Zhevl®z? Recent Searches  »
F0pen TT's i

s e

4 Qpen Sey 182 —I

Search Operations

Figure 14 Retrieving a Saved Search (2 ways)

Sorting Search Operation Results

The user can specify a sort order that affectsabelt of a search operation display. The
system allows up to five fields with each field ereld either in ascending or descending
order. Additionally, a different sort order candefined for each form.

Any field can be selected as a sort field withéReeption of the status history, diary, or
character field with a maximum length of over 2%%ek.

Specify Permanent in the Status field and thersonins in effect until it is modified.
Specify Next Operation in the Status field andgdbe order takes effect only in the next

operation.

Disable a specified sort order by selecting Disablbe Status field. By default, all

records are sorted by entry ID in ascending ottiereby listing all records in ascending

order by Submit Date.

To specify the sort order in a search operation:

1. Select Sort Options from the Actions menu to digptee Field Sort Order dialog

box.

VERIFY THAT THIS IS THE CORRECT VERSION BEFORE USE
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Actions. Window Help

Save

Seatch
Seve and THext

Mew IFM Service Request F2
HNew Saarch F3

Save Search...
Defined Searches

My Searches

Recent Searches

Wew DefinediSearches
View My Searches
Views Recent Searches

Sort Options. .

Hext Ctrl+Page Dn
Previous Ctrl+Page Up
Hextehunk

Breyvious Churly

Madify Al
Gelete (e ko]

Figure 15 Select Sort

Options...

2l
Field Name Sart Order
IIFM Nurmber ;! & pscending ¢ Descending
ISubmittar Center* L‘ ' fzcending ¢ Descending ﬂl
ISubmitDate _‘J  gscending € Descending
I L‘  dscending O Descending
I LI (¢ fzcending € Descending
— Stabu

o F'ermarﬁﬂt 7 Mest Operation " Disable
iy

Figure 16 ... and select the preferred sort order

2. Select the down arrow to the right of the Field Mdield to display a drop down
box with all the fields on the current forms avhl&afor sort.
3. Select the field to sort by. Select up to fivedeeto sort by. To delete a specified
sort field, delete the selection from the Field Nfineld.

4. Select either the Ascending or Descending Sort Qvd#on next to the Field

Name selected.
5. Select one of the following options from the Stédtakl:
Permanently applies the selected sort orderatboperations.
Next Operation applies the selected sort order to tiegt search operation
only then returns to the previous sort order.
Disable returns to the default sort order. If nd sptions are specified or is
Disable is selected, the items in the search aperate sorted in ascending

order by entry ID.

6. Select OK to execute the sort request.

Additionally, users may sort search results onestigy clicking the column title of the
Results display. This will sort the results by dodumn in question in ascending order:

st eck

IFb Mumber I Submit Date I SR Type* I Transaction-ShortDescription"‘ R / I
SR-000000064038  11/30/2004 523 Discrepancy [Br.. GRC 03 DOCUMENTS TO BE REVERSE
SR-000000058826  9/21/2004 3:02.  Discrepancy (Br.. GRC MEEDS OCFO TOCORRECT 4 BU
SR-000000061812  10/29/2004 10:1  Discrepancy [Br.. GRC REPORTS - NEED HELPWITH T
SR-0000000E5778  12/22/2004 1:22  Discrepancy [Br.. GSFC 1S REPORTING &M I1SSUE REG
SR-000000066309  1/5/200511:14:  Discrepancy [Br.. HE FOLLOWING ERRORS WERE DISCO
SRR LRERR IR Dbospance . HELLG STE BEEN A WHEE SINGE
SR-0000000E6340  1/5/20051:29:3  Discrepancy [Br... | HAVE CONTACTED THE DRYDEN FL
SR-000000066334  1/5/20051:035  Discrepancy [Br.. IVIEW PORTAL - KEEP GETTING PO
SR-000000058927  9/21/2004 7.5%  Discrepancy [Br.. MIS-POSTINGS ON GR REVERSALS

Figure 17 Clicking a Header to Perform a Sort (Asceding)

Clicking the column again will re-sort the resutidlescending order:
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IFM Mumber I Subrmit [ ate I SR Type* I Tranzaction - Short Description’ [ i I

SR-000000066340  1/5/20051:23:3  Discrepancy (Br... | HAVE CONTACTED THE DRYDEM FL 7%
SELRRRARE S RO IENY Dicesnancyf. HELLL ITE BEEN A WHIEE GINEE
SR-000000066309  1/5/200511:14:  Discrepancy (Br... HE FOLLOWIMNG ERRORS WERE DISCO
SR-000000065778  12/22/20041:22  Discrepancy (Br.. GSFC 1S REPORTIMG AM ISSUE REG
SR-000000061812  10/29/2004 10:1  Discrepancy (Br.. GRCREPORTS -MEED HELPWITH T
SR-000000052826  9/21/2004 302 Discrepancy (Br.. GRCMEEDS OCFO TO CORRECT 4 BU
SR-000000064038  11/30/2004 3:23  Discrepancy (Br... GRC 03 DOCUMENTS TO BE REVERSE
SR-000000048571  5/20/2004 355 Discrepancy (Br... FOUND ERRORS IN FUNDS MANAGEME
SR-000000066295  1/5/200510:24:  Discrepancy (Br... FORGOT MY PASSWORD AND LISER ID

I T

Figure 18 Clicking a Header to Perform a Sort (Desending)
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MACROS

You can create macros to automate operations thepgrform frequently. You can use
menu commands to record and run macros, or yostwaw the macro bar and use its
buttons.

Here are some examples of macros:

* A macro that opens a form in Search mode anditidlBelds with search criteria. You
can run the macro, add further criteria specifith®search you want to perform, and
then run the search. This macro is useful if yadigpen many searches with similar
criteria.

* A macro that opens a form in New mode and fillfigkls with common information.
This macro is useful if you create many requests similar information. You can
then add additional information specific to yourremt request, and save it.

* A macro that executes other macros. While recorttisghnew macro, execute an
existing macro. You can create powerful macros ¢hatperform a series of complex
tasks.

* A macro that generates a report. This is usefybif need to run the same report
frequently.

* A macro that records searches. This can includedssgarches, recent searches, or
predefined searches.

Tip: Before you record a macro, test the operationigtand to record to ensure that it
produces the results you expect.

While the macros can be recorded, there are tinmeswinany searches need to be run,
but only one value changes over time. A separateraorfile is not required for this.
Macros are flexible enough to allow you to havesystem prompt for a particular value.

Recording a Macro

Recording a Macro can be accomplished either wartenu or by turning on the Macro
Toolbar. To turn on the toolbar, select View, tivdacro Bar.
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Figure 19 Enabling the Toolbar

1. SelectTools/Record Macro or click the button with the red circle (shownrFigure

20).

View. Tools Actions  Window He

v Toolbar
v Skatus Bar

v Macro Bar

Advanced Search Bar
Prormpt Bar L4

Pane Layaout 3
v DEtE]S

Resulks

Skt Histary.. ChrH

Aubg-Refresh.
Refresh Search F&

o|s]] 2l

Figure 20 Ready to Record Macro

X|m] 2l

Figure 21 Ready to Save Macro

2. Perform the operations you want to record as a@acr

NOTE: For information about recording a macro with valeatsee belowRecording
a Macro with Variables

To ensure that default values are not recordedidpthe macro, you may want to
select EditClear All (or hitControl-E) as part of the recording.

During the recording, some operations are not dgtparformed; for example,

creating a new request or modifying an existingiest, A message informs you that
no database operation has occurred. Other opesdtiahare not performed include
setting options, changing window position or s@eany operation that fires an active

link.

3. To save the macrselectTools/Save Macro or click the button with the green

square (shown in Figure 17). To cancel the masrording processelect
Tools/Cancel Recording from the menu or you can click the button with ¥ the

Macro Bar, shown in Figure 21.
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Tools Actions  Window  Help Tools Actions  Window  Help
Lagin. .. Lagin. ..
Account.. . Account.. .
Reporting... Reporting...
Wiewr Alerts kL Wiewr Alerts kL
s EomRe e, s EomRe e,
Customize Field Defaults. .. Customize Field Defaults. ..
Run Macra... ChrlT ChrlT
Cancel Recording
cro Save Macro...
Manage: k Manage: ]
Opkions... Opkions...
Figure 22 Save your Macro, or ... Figure 23 ... Cancel your Macro

4. In theMacro Name field, enter a name for your macro. You can engetou30
characters.

5. In thePath field, specify the path where you want to savertfaero. The paths that
appear are those listed in the Search Path in émei@l tab of the Options dialog box.
Select ToolgDption to view theGeneral tab.

6. In theHelp Text field, enter a description of the macro and itsctions. This
description will appear in the Run Macro dialog bihelps to identify the macro’s
function.

7. If you want to continue recording further stepshie macro and cancel the Save
operationgclick Continue Recording When you are ready to save the macro, repeat
steps 3 to 8.

8. Click Saveto end the recording session and save the mdgrau lant to exit the
recording session without saving the mactick Cancel.

2l
Macro Mame: IMyMach_‘I LI
Path iC:\Proglam Files"aR SystemsHOME \arcmds _ﬂ _|
Help Text: Macro that pulls up all infarmation | use on a regular ;I

baziz
.|
’W Continue Recaording | Cancel |

Figure 24 Save and Describe your Macro

The macro file name is appended with the suffirg..a
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Recording a Macro with Variables

You can record a macro that enables you to chaaigaiic values when you run the
macro. That is, when the macro is running, youeasaer variable values in the
appropriate fields.

For example, you could create a macro that findsdksplays assigned requests that have
a severity 1 priority, but you want to specify &elient date range each time you run the
macro.

To create this macro with variables, you recordstbarch operations as usual; but for the
information that varies, you enter prompt text esed by dollar signs ($). In this
example, to be able to specify the Submitter Cezdeh time you run the macro, enter
the prompt text $Submitter Center$ instead of @ifipename in the Submitter field.

T tion - Short D iphi SR Type* IFM Status™
| A = |
Description [255 max]* Anolicaban®
Il =
Resalution Type*
I [ =l
Submitter Phone™ + Priority/Severity™ Stendaied Requested Due Date®
[ Fillnte | [1 o et A |
y " . T Top
Submitter Hame [Last. First)* Submitter Center® i Hald Fieleaze Date
$5ubmitter Centerd ka e O Mo O YearEnd I .L.l
Submitter E-Mail Address™ Related SIR # Related Wendor #  Related TT # Closed Date

Figure 25 Submitter Center is now variable!

As you continue recording the search, you are ptethip enter a sample value for this
variable. The values you enter are used in therdewpsession but are not retained as
part of the macro.

NOTE: You cannot include dollar signs ($) as part of the variable name.

When you run this variable-filled macro, you wi# prompted to enter values for each
variable-value field, as shown below.
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Subritter Canter ||FMP [ J_
Cancel |

Figure 26 Prompting for Values

Running a Macro

To run a saved macro, follow the steps outlinedwellf any variable values are
required, you will be prompted for the values whigmmacro is run, as shown in Figure
19 above.

1. Make sure théMacro Bar is visible as per Figure 18 above.
2. Click the dropdown box. A list of all macros yoave that are saved in folders

specified in theSearch Path field (located on th&eneraltab of the Options dialog
box) will be listed.

o|s] Hl
Closed ¥endor Master =

CRs ;
Daily Backlogs sl

Data Table Maintenance
| {Diary Updates tem
EAl 5Rs %

Figure 27 Macro Dropdown box

3. Selectthe macro. The macro runs and performs the pusiyjoecorded steps.

Sharing a Macro

You can share macros in two ways:
1. Copy the macro from another user.

Macro files are saved as <macroname>.arq in tliefapecified in th&earch Path
of theGeneraltab in the Options dialog box.

You can copy a macro into one of these folders.eQhe macro file is copied, it is
available the next time Remedy User is started.
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2. Specify the folder that contains the macro file ygant to access in the Search Path
of the General tab in the Options dialog box. Bamaple, the shared folder could be
on a shared network machine.

You can usually share macros with colleagues uRemedy User tools running on
different platforms. However, macros that genepateted reports may not work between
different platforms.
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REPORTS

The reporting tool in Remedy User enables usegeterate reports about service
requests (SR’s) meeting a specific set of seaiitdrier. For example, a report that lists all
the calls from a particular center may be needeahdwyagement. This report would then
need to be sorted according to whether the SR’seamved.

To do this, you would first search for all the sappalls from the desired center. Then
you would run the report. You can create a newntepr you can choose a previously
created custom report (if you have one) and matdg necessary. You can save the
report as a custom report; you can also run thertgmd send it to one of several
different output mediums:

e Screen
e Printer
« File

* Another application.
Creating the new report entails the following regdisteps:
1. Determining which SR’s to include in the report
2. Creating a new report or modifying an existing mepo
3. Adding the appropriate fields to the report
The steps below are optional:
4. Specifying fields to sort and group by
5. Defining statistics for the fields in your report
6. Defining page setup specifications
7. Saving the report

Salecting Reporting from the Tools menu allows the user to design a report and send the
output to the screen, afile, a printer, or another application. See Figure 26.

Creating a New Report

Before you create, view, or generate a report,sfmuld determine which fields you want
to include in it as well as which form you wantuge to generate the report. The form for
the report must be open and in Search mode.
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1. Open the form you want to report on, in Search mortas will usually be the IFM
Service Request form.

Determine which SR’s you want to include in theareflpy entering your search

criteria. Perform a search to retrieve them. ¥an save this search also (please
refer to the section on executing and saving searefsewhere in this document). A

If no results list is open, the report automaticaicludes all SR’s that match the

criteria defined within the fields of the form.n6 search criteria are defined, all

If a results list is open with no SR’s selecte@, tport includes all the SR’s in

the results list. By default, one request is getkcTo deselect ipress[Ctrl] and

2.
few notes about SR’s and results:
SR’s are included.
click on the request.
selected requests.
3.

If a results list is open, and you select SR’g,ithie report includes only the

From the menu basgelectTools/Reporting, or select the Report butto). The

Report window appears for the form. It lists alistixng reports in the folder you have

specified in the Search Path of the General tabarOptions dialog box. If you have
no reports defined, you will see the Report Lishdéw shown below:
Tools | Actions  Window  Help o

Login. ..
Account,

Report Styles

Type Comment Path

Mame

- temparam repart style -

Reporting...

Wisw Alerts Chrl+L

Cuskamize Wiew. ..
Customize Field Defaulks. ..

hrl+
Chrl+R:

Run Macra, ..,
Fecord Macro
SayeMact. .

Manage:
Opkians.. .

Figure 28 Tools/Reporting Menu

Figure 29 Report List Window

4. From the menu baselectReport/New, or double click the line titletk<NEW
STYLE>>". The Properties dialog box appears. Here youweéine the report
parameters and its appearance.
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i Properties - << New Style == ﬂﬁl
Report  MWindow  Help :
Figlds | Genara\l Sort | Statistics | Page Setup
Field List: Fieport Label: it
1364 1364 20 ﬂ
Additional Related Object Migration Forms Additional Related Dbject Migration Faorms 20
; i L_ A5 Support A5 Support 20
SEl'l,- 1] ||:'.|.\_+_. AlS Supportiéssn] Complete?(536871070] A5 Support:dzsn] Complete?(536871010) 20
A5 SuppoitAssnZ Complete?(5368710711) A5 Supportdssn2 Complete?(536871011) 20
= . A5 Supportazend Complete?(536871012) A5 Support:dssnd Complete ?(536871012) 20
Sy E |n|5 (R AlS:Assignee 1 AlS:Aszignee 1 20
AlS:Azianes 2 AlS:Azsianes 2 20 LI
[ = i 7 F ey
Delebe B2 Sl fidd Before Addbitel Add Al Remave |
: 2
Presism b
Move
; = =
Frint SR +
Export Ta k _
Fieport Label Yafidth: I
Froperties Enter ok | Ceneel | denb

Figure 30 Report/New Menu Figure 31 New Report Style Window

Adding Fields to the Report

Fields can be added to any report, whether itisaad new report or you are modifying a
pre-existing report. The process is the same.

1. Create a new repo@R open an existing report.
2. In the Properties dialog bogdlect ReportProperties Enter from the menu bar),
click theFieldstab (circled in the figure below).

Praperties - << New Style >>
Fields (| General | Son) | Statistics | Page Setup |
Field Fiepot Label Width
1364 7364 20 ﬂ
Addiionsl Related Object Migration Forns ~ Addtional Related Object Migiation Forms 20
415 Support AIS Support 20
415 Supportéssn] Complete?(538871010)  AIS SuppartAssn] Complete?5368710101 20
415 Supportéssn2 Camplete 75388710111 AIS SuppartAsin? Complete?536871011) 20
415 Supportassnd CompleteT5IR871012] AIS Suppartdsend Complete536871012 20
415:Assignes 1 AlS:bssignes | 20
415 Assianes 2 A5 ibssianes 2 20 |
Sl i Add Al Remove |
2]
% Hove
E|
Reportlabel | widh: |
0K | Concel | dopk |

Figure 32 Report Properties Window

3. Selectthe fields you want to include in the report fréme Field List in the upper half
of the dialog box. There are multiple ways to lis.t
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4.

v' To select a single fieldlick on the field name. You can also simply double-
click. This accomplishes the same thing as selgtha field and clicking the
Add After button.

v" To select adjacent fieldapld down the mouse button, arttag the mouse
from one field to the next until all the fields yaant to add are highlighted.

v' To select nonadjacent fielddick on the first field, andiold down the [Ctrl]
key as yoiclick on one or more additional fields.

v' To deselect a field from a selectidrold down the [Ctrl] key anctlick the

field.

If you want to put the new fields in a particulasyion in the Selected Fields list in

the bottom half of the dialog box, click on a fiétdthe Field List to highlight it.
Click on a field in the Selected Fields list to highlightClick theAdd Before or
Add After button to add the new fields before or after tighlighted field in the

Selected Fields list.

Properties - << New Style > 2]
Fields I General l Sart | Statistics | Page Setup
Field List Fieport Label
Attachment 20 Attachment 20
Cancel Request? Cancel Request?
Category Category
CCE Ready CCE Ready
Center Contact E-Mail Address Center Contact E-Mail &ddress
Center Contact Userid Center Contact Userid
Closed Date Closed Date
Clased Date/Time Closed Date/Time
Gelected Fields: Add Befare Add After Add All
IFM Murnber IFM Number
IFH Status* IFH Status
Open. TIME Open. TIME
OpenUSER OpenUSER
Impact Aiea Impact Area
Application” Lpplication”
Azsaciated SR's Description
Annomiatnd £0

QK I Cancel | Apply I

Figure 33 Adding Fields to a Report Definition

* The order in which the fields are listed is howythall appear in the report.
* The fields you select for the report appear inSk&ected Fields list. If no field

is highlighted in the Selected Fields list, theéd Before button places the

new fields at the top of the list, and thdd After button places the fields at
the bottom of the list.

« To remove a field from the Selected Fields bsilectthe field, anatlick

Remove
» If you add a field by double clicking, be sure wenwhich field is highlighted
in the lower pane of the window. It will add itrectly below the highlighted

field.

» To move a field in the report list, highlight thelél and click the arrow keys
up or down.
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5. If you want to update the report in the Style Peawvpane without closing the dialog
box, click Apply. The fields appear in the Style Preview pandag will appear in

the final report.

6. When you have finished defining report propertadisk OK to close the dialog box.

Report Output Options

The user can print the report to the screen, adif@inter, or another application, such as

Excel. To output the report, simply

SelectingReport/Preview from the menu bar or clicking on tReeview button on the

toolbar displays the results on Be user's screen.

The preview version shows the fields in a vertfaghion, as a form. See the illustration

below.

Repott Preview - TFM Service Requests (msbravad) —|ol x|

IFM MNuwber : SR-000000056766

IFM Status* : Closed

Open.T3ER : lewisal

Open.TIME : 5/27/2004 3:34:00 PM

Impact Area ! Functional Support

Application® : Travel Manager

issociated SR's Description @ Tewporarily remowve the error message associated
with KA doc type (after-hours). Reguired to clean up 2003 Travel
Advances entered incorrectly.

lissociated SR @ 61690

IFM Number : 3R-00000006451Z

IFM Status* : In Process
Open.USER : ankrars

(Open.TIME : 12/6/2004 §:10:21 AM
Impact Area : AIS Support
Application® : Travel Manager
\Associated SR's Description @
liasociated SR O

IFM Number : SE-000000064702

IFM Status® : In Frocess
Open.USER : seirja

Open.TIME : 12/7/2004 4:27:33 PN
Impact Are=a : AIZ Support

Figure 34 Sample Report Output

If you export to a file, such as a CSV (Comma-safeal values) file for Excel, it arranges

it in a columnar format. Below shows the same rejoat in Excel (CSV) format:
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| Report  Window  Help

Mew..

Save Ale+5
Save 5.,

Delete el
Previg

Print Ale+F

Figure 35 Exporting to File

A | ] | ; | ] [ =

F I

1 |IFM Hurnber !\FM Status* Open USER Open.TIME Impact Area
‘2 |SR-000000056766 |Closed leswizal
3 |SR-000000084512 In Process  ankrara
| 4 |SR-000000084702 In Process  seifja

5 |3R-000000065145 |Hold browmmr
6 |SR-000000065146  In Process
7 |SR-0000000685372 In Process
SR-000000085454 |In Process
SR-000000085475 |In Pracess
10 |3R-000000065481 |In Process
11 | 5R-000000065620 | Closed walketj

12 |SR-000000085716 | Closed lewisal

13 |SR-0000000B5778 |In Process  tingljl

14 |SR-000000086081 |In Process  coachmix
15 |SR-000000066197 |In Process  taylakr

16 |SR-000000086276 |Closed hewelrk
17 |SR-000000056287 |In Process  weircp

12/6/2004 8:10 AIS Support
124772004 16:27 AlS Support

hrowmimr
birchba
herroec

12/13/2004 17:20 AIS Support
12/16/2004 8:22 AIS Support
12/16/2004 15:53 AlS Support
12417/2004 7:38 AIS Support
1217/2004 6:11 AIS Suppart
12/21/2004 10:35 AIS Support

rummenmg
IFhuser

12/22/2004 13:22 AIS Support
1/3£20085 7:51 AIS Support
1/4/2006 12:10 AIS Support
1/5/2005 §:43 AIS Suppart
1452005 2:21 AJS Support

12/21/2004 15:25 Functional Support

8/27/2004 15:34 Functional Support Travel Manager Temporatily remave the errar

12/13/2004 17:18 Functional Support Travel Manager

ppl | 5R's D)
Travel Manager
Travel Manager

Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager
Travel Manager

Figure 36 Sample Output

SelectingReport/Export to/File displays the Report File dialog box. The usercslthe
filename and directory which to save the file. Kdaure you have closed the preview
window or the Report window has the focus in Remeédflyou are printing to a file type
such as CSV, be sure to change the Save As tythe fmoper format.

Save in:l[gI Desktap Ll 4= 5 o B

(L_IMy Documents

_" My Computer

My Network Places

421D S

ePay MDR Master Table.csv
" |Report.csy

Save I
LI Cancel |

7

File: name: iSH Feport.csy I

Save as type: |Comma Separated Files [".cav)

I Append

I Prampt farfilename

Figure 37 Report To File Window

SelectingReport/Print or clicking on the Print button displays the Rem$Setup dialog
box that allows the user to modify the printer petu print to the default printer.

Report Output in Macros

When a report output is part of the results of @&idaRemedy will default to saving the
report with the exact same file name every timeg iiin. However, the user has the

following options:
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Report To File HE:
Savejn:l‘ai Monthiy _YJ A &F Ea-
ks
File hame: leport.rep| Save I
Save as type: IFIeport Files [*.rep) _LI Cancel |
I Append ™ Prompt far file name y

Figure 38 Report Output While Recording Macros

0 Append. Instead of overwriting the file each time, thaaro will append the new
output to the old in the same output format.

o Prompt for file name. This allows the user specify a new output féene every
time the macro is run. This will only appear witkring this while doing a Macro.
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APPENDIX A - REPORTING FORMS

Any form can be used for reporting, but needs @iidtate which form is used. For most

reporting, the IFM Service Request form will berfoof choice. However, recent

changes to the Service Request form have led te sequired changes in how reporting

is done.

In particular, doing reports on SR Assignees reguihe use of a new form, When
opening a new form, look for IFM-Assignee Reportfgym. This is a join form that

links the Assignee table with the Service Requedet Please see Figure 39 for the form

listing.

Al ]Fmd I Favuntes} Hecenl]

s _Mame | Type J Server | L d ‘ )
E] IFM-Agency BPS Assighees Form msbravod
E IFi-&gency BPS Search Form Form msbravod

Join Form mshi
, - Join Fom

Farm msbi

Farm msbravod

IB |FM-CCB Approval Farm Form msbravod
I_ﬁ IFt4-CCRE Form Farm mabravod
E'j IFtd-Center Business Process Leads Farm msbravod et
Open IFM-&zsignee Reporting Form.
New ‘ Search £ | Cancel |

Figure 39 — Form Listing (IFM-Assignee Reporting Fom)

Upon opening the form, you will see the followingesen:
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A Fmier

IFM Assignee Reporting Form

Transaction - Short Deseription™

Impact Area

SR Type~

IFM Status®

Sudani e

[ ~|

Application®

=l

Due Date*

=il

Relesse Date

Assigneg J
Assignee Status

Type™

=

Priority/Sev™

=

[ |

Assignee Estimated Labor Hours

A15:0winet Name

| =l

A5 SupportDwner E-Mail Address

#ofChosReq  Closed Date

E

AIS Support:Status

ssignes Actual Labor Hours

Functionst O et Name

Functional Support Duner E-Mail Addiess

<!

Functional Support:Status

Assignes Estimated Dus Date

£l

I K

HDE:Dwner Name NDC:Owner E-Mail Address NDC:Status
Assesstent Complete?
[ =] e
Tech s Name Tech Dner E-Mal Adess Tech atu ok Complee? % Complete
[ | =l e
13 Fields |
Development drea Complesity POC Issue Status Issue Status Justification (Fied or Yelow)
Object Type Object Hame RICEF Name Pattein
ROM Complete? ROM Complete Date Planned Func Spec Complete Date Func Spec Complete Date Final Walkthrough Complete Date
I es

Urit Test Complatey.  JritTes
I es [

{ Complete Date

Plarned Design Complete Date:

Desian Complete Date

DD Review Complete Date.

Rl

Test Diector Complete Date

Planned Development Complete Date

Dievelopment Complete Date

@ =

Froject rea

I Yes

Code Review Complets Date

Plannied Func Test Hand-off Date

Astual Fune Test Hand-off Date

Addiional Felated Object Migration For

El

s

Code Revie Complets?
I Yes |

L

Figure 40 — IFM-Assignee Reporting Form (Search)

By filling in the desired fields, the desired assg information can be retrieved. The
Reporting tool and macro techniques can be applid¢itis point to generate reports based

on this form
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APPENDIX B — ADDITIONAL FIELD LOCATIONS

Fields used for reporting are generally found imfe. There are additional fields you can
use for reporting that would normally be foundhe Diary — a harder field to work with

for reporting needs.

The Diary records Status History. By pressing-Btivhen looking at an SR, viewing the
history of an SR can be done in a single windowis Will show when a particular step
in a service request was completed, who complétathd indicate date/time of when it
was stamped. See Figure 41.

Status History -- IFM Service Request System (msbravo4) #5R-000000082807 [ |[X]

Status

Open

Evaluator Azzessment
Impact Azzessment
Evaluator Review
Pending ERE &nalyziz
Pending Approval
Approved

In Process

Testing in Process

£

todified Time: - Modified By *
8/12/2005 10:09:41 AM enickpl
8A12/2005 10:0%: 41 AM enickpl
8122005 16:10:14 AM erickpl
11/23/2005 fag2:56 PM champba
e
>

Figure 41 — Status History

Each of the Modified Time and Modified By fieldsasseparate field. For an example
you can easily search on all Closed SR’s perforamed given day or by a given user.

These fields are listed in the IFM Service Req&esim under the field labels shown

below in Figure 42.
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Bl Properties - == New Style ==

Fields ]General] Sort | Statistios | Page Setup |

7R

Field List: Feport Label: width:
|EM StatusHiskary |Fh St jstary 2] ~
Dpen USER A; Open ISER 20 -
Open.TIME Open. TIME 20
Ewaluator Assessment USER Ewaluator Azzessment USER 20
Evaluator Assessment. TIME Evwaluator Agsessment. TIME 20
Impact Aszezsment USER Impact Azzessment USER 20
Impact Azzezsment. TIME Impact Azzessment. TIME 20
Ealuator Review USER Ewaluatar Review USER 20 b
S elected Fields: Add Before Add After Add &l Hemave ‘
Move
Feport Label: “width:

QK | Cancel J Apply ‘

Figure 42 — IFM Status History fields

All fields below IFM Status*-History (indented) aagailable. Simply select which fields
are required for the reporting and add them ta¢pert. These fields can also be reached
in the Search mode by using the Advanced Searchstisd previously.
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To get to them, activate the Advanced Search, thekFields dropdown button. IFM
Status*-History will be listed in the first columrSelect the Time or User option and then
select the status for which you are searching.

See Figure 43.

e

Date/Time On Hold
Deseription (255 max}*
DOL Assignes

DOI ssignes?

More, ., 14

536671440 Assessments CompletefFunctionsl
IFM Service Request System 536571374 Assessments Complete/NDC
536871377 Assessments ComplatefTech
P | RS 536571510 Assign ta Work?
IFM Information | Castditater | ‘Evaluster || AgencyBPS || ERE | etachiwments | AISSuppert | Fusctnalgy 536871379 Assigned Date/Time
536571380 Associated SR
536571381 Associated SR's Destription
5 b StetusConments furiimited) SaE71341 Attachment 01
| 536571336 Attachment 02
536871449 Attachment 03
536571403 Attachment 04
Transaction - Short SR Type* IFM Staty 536871434 Attachment 05
| | - 536571405 Attachment 06
536871509 Attachment 07
(255 max)* Applicatic Attachment 08
‘ J 1 » htog
‘Addtionl Related Object Migration Forms Open
o ssann Type* Agency BPS Appraval Required? Aigschi  Evalustor Assessment
| . Agency BPS Seconds Attachm  Impact Assessment
Agency BPS Yerfication Reauired? Attachm  Evalustor Review
Submitter Phone* + Priotity/S everity™ i Wendored © Hotlsse Requeste Agency BPS:Assign Assessment? Attschm|  Pending ERS Analysis
| Fillnfo | | ﬂ © D Hold CiTm Agency BPS:Assianes Attachm|  Pending Approval
‘Agency BPS:Date/Time ApprovedjDisspproved attachm  Approved
Submitter Hame.{Last. First)* Submitter Center®  © PYOS/Prior  C earEnd FeleaseDe  Agency BPS:DakeTims Sent for Approval Attachm I Process
I [ | e prosrrond ¢ anapss | Agency BPS:Ouner E-Mal Address Attachm|  Testing in Process
Agency BPS: Owner Hame Attachm  Pending Verification
Submitter E-Mail Address™ Flelsted SIFi . RelatedVendor . Felted TTH  ClosedDaly  Agency BPSistatus Attachm|  Verfied
[ [ [ Agency BPS: Time (Hours) CancelR  Migraked to Production
AI5 Support Categor|  Closed
Al5:Actusl Labor Hours CCBRes  Hold
AIS:Assign Assessment? Center ¢ Vendored
AWARNINGI This is &S Giovemment computer, This system i for the wse of authorized Lsers only By AT5:Assign Wark? Certer ¢ Disapproved
[l e e e e A e Sssdtl: Pancelsd
nauthorized use of of access to, this computer system may subject ynufo disciplinan action and cinina
AI5 Estimated Due Date Closed[|  CMReview
NASA Privacy Statement AlS Estimated Labor Hours Coardng  Deferred
Al Hardware Costs Coording  Pending Closure
Al Impact CostiE  Pending Agency BP5 Approval
Al Cwiner E-Mal Address Cost: OwniEF HaiTE T
AIS Gy Name Cost:Owner Phone
Als Software Costs R Action
AlS Status R Actions Complete?
Al Travel Costs Create PMDS TT7
Applcation® Customer Satisfaction
Approval Level Date Approved
ARS Web LRL Date Conplated
ARS eb LRL for IFMuser Date Converted
Assessments Complete] Agency 65 Date Migrated
Fiekds [} Assessments Complete]AlS DatefTime OFf Hold
o o e R t=| <] s [¢=|v=[uKe| anD|oR|NOT || Selectionvalues b
Keynords »
Search Citeria | Currency Codes

Figure 43 — IFM Status*-History in Search Mode

Upon selecting a field, complete the Search Cadteas illustrated in Figure 44 below.
The example shown will show all SR’s with a Statt€LOSED that were closed by the

user with the “userid” listed.

= | 1=] «| 5 |<=]5=| uke| awp|oR| NO

T]

Search Criteria: [1FM StatusHistory. Closed USER'="userid" |

Figldsw

Figure 44 — IFM Status*-History field used as seatt
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